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TENDER NOTICE 
 

 What Is a Tender Notice? 

We know that notices in pdf are documents used to inform people of an 

important matter in writing. To better understand what a tender notice is, 
we should first know what tender means.  

“To tender” means to invite bids from various contractors or vendors to 

perform a certain job or to provide a certain service at a competitive price. In 
other words, tender notices are written notifications posted by companies 
that invite potential contractors, who would do a certain job or project and 

provide service at a competitive price. This gives the company a wide range 
of choice.  

 

 The Process of Tendering 

The process of tendering is very simple. But care must be taken while 

preparing it because it is considered as the official document. And thus, 
once it is submitted it becomes a legal document and you have to follow the 

terms and conditions of that tender. 

The tenders should be submitted in the sealed covers. Specific date and time 
need to be mentioned on the top. It should also be accompanied with 
specified enclosures like EMD which earnest money deposit. This is 

normally 2% of the estimated value in the tender. 

This is done to make sure that there are no non-serious bidders bidding for 
the contract. The deposited money will be refunded once the bidding process 

is successfully over. The firm that gets the contract has to replace this EMD 
with performance guarantees and has to offer up to 10% of the estimated 
amount and the experience certificates. 

Once the bidding process is over, the first thing done is the technical details 

that are mentioned by the bidders are taken up to the discussion by the 
bidders. If the bid is accepted and you are not signing the contract than the 

EMD is forfeited. 

Usually, in the bidding process, the firm with the lowest bid gets away with 
the contract. In order to curb the fraud, the governing body can reject all the 
bids without giving any proper reasons. The court that is given the 

jurisdiction can also intervene in the matter of any dispute. 
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 How to Write a Tender Notice 

A tender notice can be written in any format. What matters more is the 

content of the tender free notice. Here is a summary of what must be written 
in the notice:  

• A complete description of goods and services to be obtained. 
• Conditions of tender, stipulating the terms and requirements to meet. 

• An outline of the criteria used for evaluating submitted tenders. 
• Format on how a tender notice letter should be presented once 

submitted. 
• Rules on the process of submitting the tender, such as the deadline, 

etc. 

• The conditions of the contract. 

 

 Tender Notice Format 
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 Inviting Tender Sample 
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 Tender Notice for Publication 
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 Short Tender Notice 
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 How to Use a Tender Notice 

Issuance of a tender notice begins when a business chooses a qualified 

supplier.  

Tender notices help businesses choose the best supplier. Due to a large 
quantity of suppliers, businesses are usually having trouble looking for the 
best one. With regards to that, it is much easier when the suppliers are the 

ones presenting their offer to the buyer. With the help of the notice, 
suppliers are given information about what the buyers would need, be it 

goods or services.  

One factor that most buyers are concerned about are the prices of the goods 
or services. Tender two weeks’ notice narrow down the list of all potential 
suppliers, preventing buyers from wasting time hopping from one supplier to 

another.  

Tender notices in word give convenience to the buyers particularly with the 
availability of goods and services. Rather than going to the location of the 

supplier, buyers can have the information of what is and isn’t available 
through the use of tenders. Who would not want a supplier who would offer 
a lower price for the exact same product or service?  

 

 

https://www.examples.com/business/two-weeks-notice.html
https://www.examples.com/business/notice-examples-in-word.html


Page | 7  
 

 

 



Page | 8  
 

 

 



Page | 9  
 

 

 



Page | 10  
 

 

 



Page | 11  
 

ice 

 

 

 

********************************************************************************* 

 

 

 

 

 

 


